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INTERNAL  EQUAL  EMPLOYMENT  OPPORTUNITY  PROGRAM  POLICY  STATEMENT 

Whether  discrimination  is  based  on  sex,  race,  color,  religion,  national 
origin,  age,  handicap  (mental  or  physical),  marital  status,  or  political 
belief,  employees  of  the  Montana  Department  of  Highways  are  entitled  to  the 
opportunity  to  work  in  an  environment  free  of  discrimination. 

Because  of  my  strong  commitment  to  Equal  Employment  Opportunity,  I  have 
delegated  the  Department  Division  Administrators  and  District  Engineers  to 
implement  the  current  Affirmative  Action  Program.  The  chief  objective  is  to 
equalize  access  to  all  levels  of  agency  employment  for  those  classes  of  people 
who  have  traditionally  been  denied  equal  access  -  minority  group  members, 
women  and  the  handicapped. 

To  insure  the  handicapped  are  not  discriminated  against,  the  Department  will 
make  reasonable  accommodations  needed  to  enable  qualified  handicapped  employ- 
ees and  applicants  to  satisfactorily  perform  the  duties  of  Department  po- 
sitions except  where  the  required  accommodations  would  create  an  undue  hard- 
ship on  the  Department.  Such  accommodations  might  include  rearranging  furni- 
ture, providing  special  equipment  such  as  a  taller  desk  or  limited  job  re- 
structuring. 

Equal  Employment  Opportunity  is  a  program  involved  with  areas  of  employment 
including:  recruiting,  advertising,  hiring,  transferring,  promoting,  demot- 
ing, training,  compensation,  benefits,  layoffs,  terminating,  and  all  con- 
ditions of  employment  to  see  that  employees  are  treated  equitably  and  consis- 
tently. 

Affirmative  Action  is  a  temporary  program  to  achieve  Equal  Employment  Oppor- 
tunity and  eliminate  the  effects  of  past  discrimination.  Accountability  for 
the  Affirmative  Action  Program  lies  with  each  supervising  authority.  Supervi- 
sors will  be  held  accountable  for  attaining  Affirmative  Action  Goals.  Their 
performance  on  reaching  these  goals  will  be  monitored  in  accordance  with  the 
MDOH's  Performance  Appraisal  System. 

In  the  event  discrimination  occurs,  employees  are  protected  against  retal- 
iation for  lawfully  opposing  any  discriminatory  practice.  This  protection 
includes  filing  an  internal  grievance,  initiating  an  external  administrative 
or  legal  proceeding,  or  testifying  in  or  participating  in  any  of  the  above. 

I  will  act  to  prevent  discrimination  in  the  Department  of  Highways.  To 
enforce  the  full  range  of  liability  and  protection  created  by  Title  VII,  of 
the  Civil  Rights  Act  of  1964,  Department  employees  must  know  their  rights  and 
be  informed  of  the  available  avenues  of  recourse.  This  information  is  avail- 
able through  the  Department's  Civil  Rights  Unit.  Each  employee  in  this 
Department  is  personally  responsible  for  igjplementation  of  the  Affirmative 
Action  Program. 

January  10,  1984 


Date 

Policy  #   3.0605.1 


SEXUAL  HARASSMENT  POLICY  STATEMENT 

Employees  of  the  Department  of  Highways  are  entitled  to  the  opportunity  to 
work  in  an  environment  free  of  discrimination,  whether  it  is  based  on  sex, 
race,  color,  religion,  national  origin,  marital  status,  political  belief,  age 
or  handicap.  Sexual  harassment  is  one  form  of  discrimination  that  undermines 
the  integrity  of  the  employment  relationship,  lowers  morale,  interferes  with 
productivity,  and  adversely  affects  the  careers  of  Department  employees. 
Sexual  harassment,  which  affects  employment  decisions  or  creates  an  offensive 
working  environment,  is  both  a  prohibited  personnel  practice  under  the  Montana 
Human  Rights  Act,  the  Governor's  Executive  Order  No.  7-82,  and  a  violation  of 
Title  VII  of  the  Civil  Rights  Act  of  1964. 

A  mutually  acceptable  relationship  can  turn  into  sexual  harassment  if  unwel- 
come advances  are  continued.  Department  employees  should  distinguish  mutual, 
acceptable,  social  relationships,  which  do  not  encroach  on  the  working  en- 
vironment, from  sexual  harassment.  Any  deliberate  or  repeated  unsolicited 
comments,  gestures,  or  physical  contact  of  a  sexual  nature,  which  are  unwel- 
come, constitute  sexual  harassment. 

State  employment  demands  from  each  of  us  the  highest  standards  of  honesty, 
integrity,  and  impartiality  when  carrying  out  the  business  of  the  Department 
of  Highways.  Sexual  harassment  and  other  conduct  which  violates  these  stan- 
dards will  not  be  condoned  or  tolerated.  It  is  the  policy  of  the  Department 
of  Highways  to  take  direct  and  immediate  action  when  informed  of  violations 
and  enforce  the  full  range  of  liability  and  protection  created  by  Title  VII, 
the  Montana  Human  Rights  Act,  and  the  Governor's  Executive  Order  No.  7-82. 
Each  of  us  is  personally  responsible  for  making  this  policy  work. 


January  10,  1984 


Date  Gary  J.  Wictts 

Director  of  Hi 

Policy  f3.0620 
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PART  II:   INTERNAL  EEO  PROGRAM 

A.   ACCOMPLISHMENTS  FOR  PERIOD  9-8-82  THROUGH  11-30-83 

1,   Program  Overview: 

The  Montana  Department  of  Highways  (MDOH)  Civil  Rights  Unit  underwent  a 
reorganization  this  past  year.  The  EEO/Labor  Compliance  Specialist  was 
transferred  from  the  Construction  Bureau  to  the  Civil  Rights  Unit.  The 
Internal  EEO  Compliance  Specialist  will  be  cross-training  in  the 
EEO/Labor  Compliance  area  during  the  coming  year.  The  External  Compli- 
ance Specialist  will  also  be  cross-training  into  the  Internal  EEO  pro- 
gram. 

The  position  of  Auditor  was  added  to  the  staff  of  the  Civil  Rights  Unit, 
effective  October  1,  1983.  This  position  will  be  primarily  responsible 
for  auditing  certified  DBE/WBE  and  prime  contractors  to  determine  if  the 
receipt,  control,  expenditure  of  funds,  and  profit  and  loss  statements 
are  accurate  and  in  accordance  with  the  DBE/WBE  regulations. 

The  Departmental  Discrimination  Complaint  Policy  and  Procedure  was 
revised  in  November,  1983.  The  revised  policy  is  more  comprehensive  and 
reflects  the  new  format  for  policies  used  by  the  Montana  Department  of 
Administration. 

A  new  position  has  been  approved  for  the  five  field  districts.  The 
proposed  duties  and  responsibilities  include  the  areas  of  Safety,  Train- 
ing, Personnel  and  EEO.  The  position  description  should  be  completed  by 
February,  1984.  The  position  description  is  required  to  be  approved  by 
the  Montana  Department  of  Administration  (MDOA)  before  it  can  be  posted 
and  filled.  This  position  will  be  of  assistance  to  the  Civil  Rights  Unit 
in  getting  EEO  material  disseminated  to  employees  in  the  field.  Some  of 
the  recommended  EEO/AA  duties  for  this  position  include: 

1.  Employee  orientation 

2.  Conduct  semi-annual  EEO/AA  meetings  for  all  District  employees 

3.  Assume  the  duties  of  District  EEO  Counselor 

4.  Assist  EEO/Labor  Compliance  specialist  with  problems  concerning 
heavy  and  highway  contractors  on  projects  in  the  District. 

Of  the  19  action  items  in  the  1982-84  update,  14  were  completed,  2  were 
eliminated  due  to  an  arbitrator's  decision  concerning  a  union  grievance, 
and  3  will  be  continued  into  next  year. 

Complaints  of  Discrimination: 

Refer  to  chart  on  page  8. 
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PROGRESS  ON  ACTION  ITEMS  IN  1982-84  UPDATE:  j 


V 


There  were  19  action  items  in  the  1982-84  Update.  Following  are  the  most 
critical  items  and  the  progress  made  on  each.  Due  to  the  large  number  of 
items  in  the  1982-84  Update,  only  the  most  critical  ones  will  be  included 
here.  The  report  on  the  remainder  of  the  action  items  and  items  of 
understanding  will  be  submitted  separately  with  this  Update. 

Action  Item  §\:     Manual  Tracking  System: 

Develop  a  manual  tracking  system  that  will  continue  until  such  time  as 
the  Montana  Department  of  Administration  computerized  system  is  working 
and  reliable.  The  manual  system  will  be  used  to  analyze  personnel 
actions  in  the  areas  of  new  hires,  promotions,  and  terminations. 

Accomplishment: 

The  manual  applicant  flow  system  has  been  developed  and  is  being  used. 
MDOH  is  currently  working  with  MDOA  to  develop  a  computer  program  to 
analyze  the  applicant  flow  data.  In  the  meantime,  MDOH  is  developing  its 
own  computer  program  to  analyze  applicant  flow  data.  The  Civil  Rights 
Unit  has  requested  a  computer  terminal  be  placed  in  the  office  so  EEO/AA 
data  may  be  entered  more  quickly. 

Evaluation: 

This  item  was  partially  completed.  The  manual  system  has  been  implement- 
ed. MDOA  is  still  in  the  process  of  developing  an  applicant  flow  comput- 
er program. 

MDOH  is  collecting  data  manually  at  present  and  quarterly  reports  are 
made  to  the  Director.  The  Director  has  authorized  a  semi-annual  report- 
ing time  frame  for  the  1984  calendar  year. 

Further  Action: 

This  item  will  be  modified  and  carried  forward  as  Action  Item  84-1  in 
Part  II,  B  of  this  update. 

Action  Item  #2:  Applicant  Flow  System: 

Develop  a  manual  system  to  collect  data  necessary  to  analyze  representa- 
tion of  minorities  and  women  by  groups,  to  compare  the  rate  to  local 
force  rates,  and  to  identify  problems  and  solutions. 

Accomplishment: 

Essentially  the  same  problem  identified  in  Action  Item  #1  exists  here. 
The  Civil  Rights  Unit  has  been  compiling  the  data  by  hand.  MDOA  is 
continuing  to  use  their  Applicant  Flow  Log  (Form  D).  MDOH  revised  this 
form  to  obtain  the  information  we  need  to  analyze  for  FHWA.  MDOH  has 
discarded  the  old  Form  D's  and  the  revised  Form  D's  are  available  in  the 
Department  supplies  as  of  December  9,  1983. 


^ 


Evaluation: 

This  item  was  also  partially  completed.  The  data  required  is  being 
compiled  by  hand  and  the  Applicant  Flow  Log  (Form  D)  has  been  revised. 
The  Civil  Rights  Unit  will  continue  to  work  with  MDOA  to  obtain  the 
information  MDOH  requires. 

Further  Action: 

This  item  will  be  modified  and  carried  forward  as  Action  Item  84-2  in 
Part  II, B  of  this  update. 

Action  Item  #3:  Improve  System  for  Disseminating  EEO  Information: 

Develop  a  system  to  increase  the  awareness  of  EEO  to  all  employees  and 
provide  a  documented  feedback  to  management. 

Accomplishment: 

1.  The  dissemination  of  EEO  materials  is  included  as  a  part  of  supervi- 
sors' performance  appraisals.  The  first  full  year  of  appraisals  was 
completed  in  December  of  1983.  The  Manager,  Civil  Rights  Unit,  will 
monitor  performance  appraisals  to  ascertain  if  EEO  standards  are 
included.  An  evaluation  of  EEO/AA  performance  will  also  be  conduct- 
ed. 

2.  The  Director's  staff  meeting  minutes  are  distributed  throughout  the 
Department  and  are  also  placed  on  bulletin  boards  for  employees  to 
review.  The  Civil  Rights  Unit  developed  three  EEO  payroll  flyers  to 
be  distributed  to  all  employees  statewide.  The  first  was  distribut- 
ed with  paychecks  on  September  28,  1983.  The  second  was  distributed 
in  the  same  manner  on  January  18,  1984.  The  third  one  will  be 
disseminated  on  February  29,  1984. 

3.  Memos  are  sent  to  hiring  authorities  when  a  vacancy  exists  that  is 
underutilized.  These  memos  are  a  reminder  of  the  supervisors'  EEO 
hiring  responsibility. 

4.  The  Civil  Rights  Unit  submits  articles  for  the  Department  employee 
newsletter,  "The  Interchange".  The  newsletter  is  distributed  to  all 
employees  on  a  quarterly  basis.  The  Civil  Rights  Unit  visited  each 
District  at  least  twice  during  the  past  year.  EEO  briefings  were 
conducted  in  each  District.  Internal  EEO  reviews  were  also  conduct- 
ed in  the  Billings  and  Glendive  Districts. 

5.  A  new  position  has  been  approved  for  all  five  Districts.  This 
position  will  include  duties  from  the  areas  of  Safety,  Training, 
Personnel  and  EEO.  The  position  description  should  be  developed  by 
February,  1984,  and  is  required  to  be  approved  by  MDOA  before  it  can 
be  posted  and  filled. 


■10- 


Evaluation: 

This  item  is  partially  completed.  Department  employees  are  more  aware  of 
EEO,  but  in  conducting  the  Internal  EEO  Reviews  and  interviewing  25 
survey  aides  in  the  field,  it  was  discovered  employees  need  more  EEO 
information. 

Further  Action: 

A  new  Action  Item,  84-3,  will  be  implemented  to  assure  EEO  information  is 
disseminated  to  District  employees  through  the  new  position  approved  for 
the  five  Field  Districts. 
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B.   ACTION  ITEMS  FOR  UPDATE  YEAR  (3-1-84  to  2-28-85) 

The  following  seven  action  items  are  planned  for  the  1984-85  AAP  Update. 
Three  are  carryovers  from  the  1982-83  Update.  These  are  Action  Items 
84-1,  2  and  3.  Four  new  action  items  resulted  from  program  evaluations  - 
Action  Items  84-4,  5,  6  and  7. 

Due  to  a  change  in  personnel  in  Region  8,  FHWA,  no  annual  FHWA  EEO  review 
was  conducted.  Therefore,  there  are  no  official  recommendations  on  which 
to  respond.  During  the  interim  review  conducted  by  FHWA  Region  8  in 
June,  1983,  areas  of  emphasis  were  stressed.  These  areas  of  emphasis 
concern  Action  Items  1,  2  and  3  from  the  1982-83  Update  and  will  be 
carried  forward  and  modified  as  Action  Items  84-1,  2  and  3  in  the  1984-85 
Update. 

Action  Item  84-1:  Tracking  System 

Objective:  To  obtain  accurate  data  in  the  areas  of  transfers,  promotions 
and  terminations  so  a  complete  analysis  can  be  performed  in  these  areas. 

Background:  This  item  is  carried  forward  from  the  1982-83  AAP  Update. 

The  MDOH  will  revise  its  computer  programs  for  transfers,  promotions  and 

terminations  to  reflect  the  same  type  data  currently  existing  in  the  new 
hire  and  applicant  flow  programs. 

Actions  To  Be  Taken         Responsible  Official        Target  Date 

1.  Revise  computer  programs   Civil  Rights  Unit  Staff      June,  1984 
for  transfers,  promotions  in  conjunction  with 

and  terminations.        programmers  in  Data 

Processing  Bureau 

2.  Prepare  report  for       Manager,  Civil  Rights       Semi -Annually 
Director.  Unit 

3.  Cooperate  with  MDOA  to    Civil  Rights  Unit,  MDOH      December,  1984 
receive  proper  EEO  data.   Personnel  Division  Staff 

&  State  Personnel  Staff, 
MDOA 


Action  Item  84-2:  Applicant  Flow  System 

Objective:  To  analyze  applicant  flow  data  for  identification  of  poten- 
tial problems  in  differential  treatment  or  disparate  effect  in  recruit- 
ment, referral  or  selection. 

Background:  Essentially  the  same  problem  exists  in  this  action  item  as 
in  Item  84-1  above. 

MDOH  is  currently  developing  its  own  computer  program  to  capture  this 
data.  MDOA  had  set  up  a  committee  to  study  the  applicant  flow  issue. 
This  was  sidetracked  due  to  a  problem  with  the  Veteran/Handicapped 
Preference  law.  The  legislature  met  in  special  session  beginning  Decem- 
ber 12,  1983  to  change  the  preference  law.  The  Governor  signed  the  new 
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bin  into  law  on  December  21,  1983.  A  veteran  or  handicapped  person  must 
be  substantially  equally  qualified  before  the  preference  applies.  MDOA 
plans  to  reconvene  the  applicant  flow  committee  in  February  or  March, 
1984.  Funding  to  revise  the  applicant  flow  system  runs  out  June  30, 
1984. 

Actions  To  Be  Taken         Responsible  Official        Target  Date 

1.  Continue  to  use  MDOH      Manager,  Civil  Rights       Semi-annually 
computer  program  for      Unit 

appl icant  flow  data. 

2.  Work  with  MDOA  to        Manager,  Civil  Rights       June,  1984 
receive  proper  Unit 

appl icant  flow  data. 

Action  Item  84-3:   Improve  System  for  Disseminating  EEO  Information 

Objective:  To  create  a  position  in  the  five  Field  Districts  to  assist  in 
disseminating  EEO  information. 

Background:  Employees  in  the  field  generally  have  a  limited  awareness  of 
EEO  programs.  EEO  materials  have  been  distributed  to  the  field.  During 
employee  interviews  conducted  in  the  field  this  past  summer  it  was 
ascertained  employees  were  not  adequately  informed  about  the  Affirmative 
Action  Plan,  Discrimination  Complaint  Policy  and  Procedure,  and  who  the 
EEO  Counselor  is  for  the  District. 

Actions  To  Be  Taken         Responsible  Official        Target  Date 

1.  Develop  position         Personnel  Administrator      February,  1984 
description. 

2.  Train  personnel  selected   Personnel  Administrator,     June,  1984 
for  this  position.        Manager,  Civil  Rights 

Unit 

3.  Monitor  EEO  knowledge     Manager,  Civil  Rights        Monthly  beginning 
of  Field  employees.       Unit  July,  1984  until 


December,  1984 


Action  Item  84-4:  Female  Representation  in  Applicant  Pool 


Objective:  To  attempt  to  increase  the  number  of  female  applicants  for 
the  Technician,  Protective  Services,  Paraprofessional  and  Skilled  Craft 
EEO-4  categories. 

Background:  The  MDOH  suffered  female  employee  losses  in  the  Technician, 
Protective  Services,  Paraprofessional  and  Skilled  Craft  categories  during 
the  past  year.  Historically,  these  areas  have  been  difficult  to  fill 
with  female  employees  because  of  union  bargaining  agreements  and  lack  of 
qualified  females. 
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Actions  To  Be  Taken 


Responsible  Official 


Target  Date 


1.  Monitor  position 
vacancies  in  these 
four  EEO-4  categories. 

2.  Send  EEO  responsibility 
memos  to  hiring  author- 
ities for  underutilized 
vacancies  in  these  cate- 
gories. 

3.  Send  vacancy  announce- 
ments to  female  referral 
sources  identified  by 
the  Civil  Rights  Unit. 

4.  Identify  high  school  & 
college  career  days. 

5.  Prepare  career  brochure 
on  career  opportunities 
in  MDOH. 

6.  Distribute  to  high 
schools  and  colleges. 

7.  Attend  high  school  and 
college  career  days 

on  request. 


8.  Attempt  to  fill  under- 
utilized vacancies  in 
these  four  categories 
using  sex  conscious 
selection  procedures 
and  affirmative  action 
job  orders. 

9.  Submit  a  status  report 
to  Division  FHWA 
concerning  the  effec- 
tiveness of  this  item. 


Compliance  Specialist, 
Civil  Rights  Unit 


Compliance  Specialist, 
Civil  Rights  Unit 


Administrative  Assistant, 
Personnel  Division 


Civil  Rights  Unit  Staff 


Compliance  Specialist, 
Civil  Rights  Unit 


Compliance  Specialist, 
Civil  Rights  Unit 

Civil  Rights  Unit  Staff, 
Personnel  Division  Staff 
(within  budgetary 
constraints) 

All  hiring  authorities 


Monthly  through 
1984 


As  vacancies  occur 


As  vacancies  occur 

July,  1984 
August,  1984 

September,  1984 
On  request 

As  vacancies  occur 


Civil  Rights  Unit 


September  1,  1984 


Action  Item  84-5:  Minority  Representation  in  Applicant  Pool 

Objective:  To  attempt  to  increase  the  number  of  minority  applicants  for 
the  Paraprofessional ,  Clerical  and  Professional  EEO-4  categories. 
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Background:  The  MDOH  suffered  minority  employee  losses  in  the  profes- 
sional  and  clerical  EEO-4  categories  during  the  past  year.  When  the  E,0, 
Specialist  from  Region  8,  FHWA,  conducted  the  interim  EEO  Review  in  June, 
1983,  this  problem  was  brought  to  the  attention  of  Civil  Rights  Unit 
personnel . 


Actions  To  Be  Taken 

1.  Monitor  position  vacan- 
cies in  these  three 
EEO-4  categories. 

2.  Send  EEO  responsibility 
memos  to  hiring  author- 
ities for  underutilized 
vacancies  in  these 
categories. 

3.  Send  vacancy  announce- 
ments to  minority 
referral  sources 
identified  by  the 
Civil  Rights  Unit. 


Responsible  Official 

Compliance  Specialist, 
Civil  Rights  Unit 


Compliance  Specialist, 
Civil  Rights  Unit 


Administrative  Assistant, 
Personnel  Division 


Target  Date 

Monthly  through 
1984 


As  vacancies  occur 


As  vacancies  occur 


,  5,  6  and  7  are  the  same 
as  for  Action  84-4  on 
Pg.  16. 

Attempt  to  fill  under- 
utilized vacancies  in 
these  three  categories 
using  race  conscious 
selection  procedures 
and  affirmative  action 
job  orders. 


Same  as  above 


All  hiring  authorities 


Same  as  above 


As  vacancies  occur 


9.  Submit  a  status  report 
to  Division  FHWA 
concerning  the  effec- 
tiveness of  this  item. 


Civil  Rights  Unit 


September  1,  1984 


Action  Item  84-6:  Monitoring  the  Upward  Mobility  Program 

Objective:  To  monitor  employee  progress  in  upward  mobility  targeted 
positions. 

Background:  The  Upward  Mobility  Policy  (MOM  Policy  #3-0610)  went  into 
effect  on  May  17,  1983.  The  two  most  underrepresented  classifications  in 
the  1982-84  AAP  Update  were  the  Design  Series  and  Engineering  Technician 
Series.  These  positions  were  targeted  for  placement  and  monitoring  of 
the  program.  Statewide  training  for  implementing  the  Upward  Mobility 
Program  was  completed  in  December,  1983. 
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Actions  To  Be  Taken 


Responsible  Official 


Target  Date 


*1.  Monitor  position 
vacancies  in 
the  two  targeted 
series. 

2.  Work  with  hiring 
authorities  to 
designate  an 
upward  mobility 
position. 

3.  Monitor  monthly 
employee  progress 
in  upward  mobility 
position(s). 

4.  Work  with  Supervisor{s) 
and  employee{s)  experi- 
encing problems  in  an 
upward  mobility  training 
assignment. 

5.  Submit  a  status  report 
to  Division  FHWA 
concerning  the  effec- 
tiveness of  this  item. 


Compliance  Specialist, 
Civil  Rights  Unit 


Administrator,  Personnel 
Division,  Manager,  Civil 
Rights  Unit,  &  Hiring 
Authority 


Compliance  Specialist, 
Civil  Rights  Unit, 
Personnel  Specialist, 
Personnel  Division 

Compliance  Specialist, 
Civil  Rights  Unit, 
Personnel  Specialist, 
Personnel  Division 


Civil  Rights  Unit 


Weekly  through 
1984 


As  vacancies  occur 


Monthly  through 
Training  Assign- 
ment 


As  problems  occur 


September  1,  1984 


*  MOTE:  The  two  targeted  classifications  for  the  implementation  of  the 
Upward  Mobility  Program  are  both  covered  by  a  union  agreement  and 
this  agreement  will  take  precedence  to  the  degree  applicable. 
However,  any  position  can  be  designated  as  an  upward  mobility 
position  as  long  as  the  policy  is  followed. 

Action  Item  84-7:  EEO/AA  Training  for  MDOH  Employees 

Objective:  To  provide  EEO  Training  to  as  many  supervisors,  managers  and 
employees  as  possible. 

Background:  This  is  an  ongoing  situation.  EEO/AA  case  law  changes 
constantly.  Each  year  the  Civil  Rights  Unit  provides  training  statewide 
to  MDOH  personnel  to  apprise  them  of  the  contents  of  the  current  AAP 
Update  and  a  specific  EEO  topic  to  be  selected  by  current  trends  in 
EEO/AA  issues  and  case  law. 


Actions  To  Be  Taken 

1.  Develop  training  for 
"Conducting  the  Law- 
ful EEO  Interview". 

2.  Conduct  training  for 
MDOH  personnel  (AAP 
and  EEO  Interview). 


Responsible  Official 

Compliance  Specialist, 
Civil  Rights  Unit 


Compliance  Specialist, 
Civil  Rights  Unit 


Target  Date 
January,  1984 

April  15,  1984 
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*3.  Attend  EEO/AA  training    All  Supervisors,  December,  1984 

as  dictated  by  the       Employees 
Training  Policy 
(MOM  Policy  3-0800)  of 
two  hours  per  year  for 
every  employee  and 
supervisor. 

*  NOTE:  Civil  Rights  Unit  training  may  be  used  to  meet  the  requirement  or 
Supervisors  may  develop  their  own  training  using  videos,  etc. 

C.   RESPONSE  TO  OFFICIAL  FHWA  RECOMMENDATIONS 

Due  to  a  change  in  personnel  in  Region  8,  FHWA,  no  annual  FHWA  EEO  review  was 
conducted.  Region  8,  FHWA  reviewed  the  rough  draft  of  the  update,  and  the 
changes  they  suggested  have  been  incorporated  in  the  final  draft. 
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Effective  Date 


February   15,1984 


UNDERUTILIZED  POSITIONS  WITHIN  THE  MDOH 
Fiscal   Year  1984 


PRIORITY 
1   OR  2  EEO-if 

UNDERUTILIZATION     CATEGORY 


POSITION  TITLE 


NUMBER 
CLASS  UNDERUTILIZED 

CODE       GRADE  BY 


Female  Underutil i zation 
A 
A 
A 
A 
A 


Civil    Engineer  Manager   I 
Civil    Engineer  Manager    II 
Career  Executive  Assignment 
Career  Executive  Assignment 
Career   Executive  Assignment 


005019 

17 

005020 

18 

188046 

18 

188047 

19 

188048 

20 

Total: 

7 

Female  Underuti lization 


1            B 

Engineer,  Civil  1 

005014 

12 

1 

1            B 

Engineer,  Civil  1 1 

005015 

13 

2 

2            B 

Engineer,  Civil  1 1 1 

005016 

14 

1            B 

Engineer,  Civil  IV 

005017 

15 

1            B 

Engineer,  Civil  V 

005018 

16 

2            B 

Administrative  Officer  III 

169013 

15 

2            B 

Field  Project  Manager 

182005 

15 

1            B 

Right  of  Way  Agent  IV 

191012 

14 

1            B 

Supervisor,  Field  Right  of 

Way 

191022 

16 

Total:   12 

#^ 


Female  UnderutH  I  zatlon 


C  Design  Technician  I 

C  Design  Technician  II 

C  Designer  I 

C  Designer  I  I 

C  Designer  1 1  I 

C  Design  Supervisor 

C  Road  Plan  Checker 

C  Engineering  Technician  I 

C  Engineering  Technician  II 

C  Engineering  Technician  III 

C  Survey  Aide  I  (Temporary) 

C  Contract  Technician 

C  Laboratory  Technician  II 

C  Laboratory  Technician  III 

C  Right  of  Way  Agent  I  I  I 

C  Planning  Technician  II 

C  Traffic  Technician  I 

C  Traffic  Technician  II 

C  Traffic  Checker  I 


005022 

10 

005023 

11 

00502% 

12 

00502S 

13 

005048 

U 

0050*9 

15 

005050 

15 

01 8003 

10 

01800* 

n 

018005 

13 

018009 

6 

019013 

11* 

029005 

10 

029006 

n 

191011 

13 

1990A2 

10 

199015 

10 

199016 

11 

919002 


5 

6 
5 
5 

6 
2 
1 
« 
6 
18 
6 
1 
2 
6 
1 
1 
1 
1 
2 


Total:   79 


Female  Underuti 1 1 zatlon 


D 
D 


CVW  Enforcement  Officer  I 
CVX  Enforcement  Officer  1 1 


379017  11 

379018  12 


Total:   8 


Female  and  Minority  UnderutH  ization 

1  E     Laboratory  Supervisor  I 

1  E     Laboratory  Supervisor  II 

1  E     Utility  Agent 

1  E     Review  Appraiser 


029008 

12 

2 

029009 

13 

1 

019018 

U 

2 

191008 

15 

1 

Total: 

6  Female 
1  Minority 

Female  UnderutiHzation 


Stocker  with  Terminal 


99220* 


Total:   3 


Female  Underutili zation 
2 
1 
1 
2 
2 


G 

Mechanic/Machinist 

996301 

10 

C 

Painter 

998401 

9 

C 

Painter  Foreman 

998't02 

10 

C 

Equipment  Operator  II 

998520 

9 

C 

Field  Maintenance  Supervisor 

A 

998907 

11 

Total: 

7 

Female  Underuti li zation 


H 
H 
H 
H 
H 


Custodial  Worker  III  382003  6 

Division  Maintenance  Superintendent  899008  H 

Stockman  992201  6 

Truck  Driver  U5T  999001  7 

Service/Combination  A  999101  5 


Total ;   7 


DM/SK/28aa 


^ 


o 
J 

I 

:) 
:> 
) 

) 
> 

) 

; 
) 
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EQUAL  EMPLOYMENT  OPPORTUNITY  COMMISSION 

STATE  AND  LOCAL  GOVERNMENT  INFORMATION  (EEO-4) 

EXCLUDE  SCHOOL  SYSTEMS  AND  EDUCATIONAL  INSTITUTIONS 
(Read  attoched  instructions  prior  to  completing  this  form) 


DO  NOT  ALTER  INFORMATION  PRINTED  IN  THIS  BOX 


APPROVED  BY 
OMB 


MAIL  COMPUTED 
FORM  TO 


A.  TYPE  OF  GOVERNMENT  (Check  one  box  only) 


Q:'    SiQle 


U  2.  County 


n  3.  City 


I    I  4.   fownship 


O  5    Special  district 


n  6,  Other  (Specify), 


B.  IDENTIFICATION 


I    NAME  OF  POUTICAL  JURISDICTION  (If  same  gs  label,  skip  to  Item  C) 

Montana  Department  of  Highways 


i    Aiidiess      Number  and  Street 

2701   Prospect  Avenue 


CITY/TOWN 

Helena 


COUNTY 

Lewis   &  Clark 


STATE/ZIP 

59620 
Montana 


££OC 

USE 

ONIV 


C.  FUNCTION 
(Check  one  box  to  indicate  the  functionis)  for  which  this  form  is  being  submitted.  Data  should  be  reported  for  all 
departments  and  agencies  in  your  governrfient  covered  by  the  function(s)  indicated.  If  you  cannot  supply  the  data  for 
every  agency  within  the  functionlsl,  please  attach  a  list  showing  name  and  address  of  agencies  whose  data  are  not  included.) 


X 


I  FINANCIAL  ADMINISTRATION  Tax  a$t»t«mg,  tOK  billing  and 
collection,  budgeting,  purchasing,  centrol  occounting  ond  similar 
finonciol  odminislrotion  carried  on  by  a  Ireosurer's,  ouditor'i  or 
coTipiroHer's  office  and 

GENERAL  CONTROL.  Duties  usually  performed  by  boords  of  super 
viion  or  cornmijsioners,  centrol  odministraliv*  offices  and  ogenciei, 
ce/itrol  personnel  or  planning  agencies,  oil  judicial  offices  and 
e-nployees  (judges,   magistrotei,   boiliffs,   etc.) 


2.      STREETS     AND     HIGHWAYS         Mo.nlenonce.    repotr,    conttruction 
and    administrodon    of    Streets,    alleys,    sidewalks,    roads,    highways 

ii  'd   bnrtgei 


3.  PUBLIC  WELFARE.  Maintenance  of  homes  ond  other  institutions 
for  the  needy,  odmmistration  of  public  ossistonce.  (Hospilols  and 
tiinotoriumi  should   be   reported  as  item   7.) 


4.  POLICE  PROTECTION  Duties  of  a  police  deportment,  sheriff's, 
constable's,  coroner's  office,  etc.,  including  technical  ond  clerical 
employees  engaged   m  police  octivities- 


S      FIRE  PROTECTION.    Duties  of  the  uniformed  fire  force  and  clerical 
employees.     (Report  ony  forest  fire  protection  octiviiies  oi  item  6.) 


6      NATURAL     RESOURCES.        Agriculture      forestry,     forest    fire    pro 
lection,  irrigotion  dromoge,   flood  control,  etc..  ond  , 

PARKS    AND    RECREATION       Provtsion.    mointenonce   and   operation 

of     porks      ploygrounds.     swimming     pools,     auditoriums,     museums, 
niorinoi,    ZOO,    etc, 


7       HOSPITALS    AND    SANATORIUMS.       Operation    ond    mointenonce 
jf   institutions  for  inpotieni  medicol  core. 


^*Q*-  "EWWIde  oeiw 


8.     HEALTH.  Provision    of    public    hecllh    services,    oul-poiient    clinics, 

viiiting    nurses,    food    ond    sonitory    inspections,    mental    health,    olcofwi 
rehobililalion  service,  etc. 


9.  HOUSING.  Code  enforcement,  low  rent  public  housing,  fair 
housing  ordinonce  enforcement,  housing  for  elderly,  housing  re- 
habilitation,  rent  confrol. 


10.  COMMUNITY    DEVELOPMENT.       Plonning.    zoning,    lond    develop- 
ment,  open   space,   beoutificotion.   preservation. 


11.  CORRECTIONS.      Joils.    reformoiones    detention   homes,   holf-way 
houses,   prisons,   parole   ond   probation   activities. 


1 2,  UTILITIES  AND  TRANSPORTATION.  Includes  water  supply, 
electric  power,  transit,  gos,  airports,  woter  transportation  ond 
terminoli 


13.  SANITATION  AND  SEWAGE.  Street  cleoning.  garbage  and  refuse 
collection  and  disposol.  Provision.  maintenor>ce  ond  operolion  of 
sanitary    ond    storm    sewer    systems    ond    sewoge    diiposol    plonts. 


U    EMPLOYMENT   SECURITY 


15.  OTHER  fSpeci^y  on  Poge  Four; 


.?!G' 


(Do  not 

include 

rt    1 

•'  r^^. 

M  lat/M 

iuy.    /v. 

U.    LiVir  LV^  1  IVILItl  1     UMI  A\   MJ    V,^r    JUI^C    JU'^-— yt4^W-M,4U'W/-  -      AJ>-<-«-»"" 

elected/appointed  officials.    Blonks  will  be  counted  os  zero) 

1    FUU  TIME  EMPLOYEES  (Temporory  employee*  not  mclodedl 

s 
< 

ANNUAL 

SAlA«* 

.In  IHowtKftdt 

'XIO 

TOTAL 
A 

AAAIE 

FEAAALE                                   1 

NON  HISPANIC 
OBiCiN 

HISPAMC 

0 

ASIAN 

0« 

»ACl»K 

ISlANOt* 
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AMiRKAH 

INDIAN 

0* 
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NAtlVt 

r 

NON  HISPANIC 
OBlGIN 

MISPANK 
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ASIAN 

oc 

PACIK 
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AiMKKAN 

INOUkN 

0« 

ALASKAN 

NATlVt 
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tlACK 
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C 

ttA(K 

H 

ai 
C 

ii 

OS 
•1 

1   S       0  1 i« 
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6  0«« 
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10 

4 

I3u  ij^ 

•> 

I6  0l»« 

t> 

JO  0  24  9 

3 

^ 

/ 
8 

»03}9 

12 

12 

33  0  PIUS 

33 

32 

1 

z 
O 

w'l 

w 

o 

< 

I 

>  — 
■",  - 

V 

0  1  i* 

10 

60»» 

n         100  1?  9 

!.' 

130  li« 

7 

1 

6 

•3 

160  l«  « 

2L 

M 

1? 

1 

>4 

KOitt 

100 

84 

I 

3 

1? 

15 

34  0  J7  « 

153 

145 

3 

2 

^ 

33  0  PIUS 

13 

12 

1 

0  1  S9 



It* 

60«<> 

1/ 

100  179 
130  1S» 

10 

8 

-   



2 

59 

39 

3 

15 

1 

1 

.'1 

I6U  19  9 

155 

124 

2 

2 

A 

99 

1 

H 

70  0  24  ■» 

152- 

183 

1 

4 

4 

.'3 

noijf 

16 

;4 

33  0  PIUS 

.'S 

0  1  S9 

.6 

6099 

.■7 

100  179 

;8 

130  IS9 

14 

11 

3 

;* 

■  6  0  19  9 

53 

46 

1 

6 

JO 

70  0  74  9 

5 

4 

1 

31 

7S  0  37  9 

3/ 

33  0PtUS 

-a 

3.1 

0  1  S9 

34 

6099 

JS 

10  0  17  9 

.     .     -      t  ..     £J 

1 

1 

q 

-T 

? 

Ik 

JM 

iUO  it  " 

13 

13 

3'» 

7S  0  33  9 

5 

5 

40 

n  0  PIUS 

41 

0  159 

1  --  — ■ 

4: 

60  >9 

43 

10  0  17  9 

41 

8 

32 

1 

44 

130  li-J 

28 

1 



27 

4J 

160  "''> 

5 

5 

4^ 

30  0  24  ^ 

2 

2 

~' 

'*.  ^  i->  g 

"HI.W    - 

ti      .    .   ■      5f 

_1 

llvX  X 

09tOj.  V. 
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(Do  not 

b.  EMPLOYMENT  DATA  AS  OF  JUNE  30  (Cotit.) 
nclude  elected/appointed  officiols.    Blanks  will  be  counted  as  zero) 

1,  FULL  TIME  EMPLOYEES  (Temporory  employees  not  included) 

ANNUAL 

SALARY 

lln  Ihouvuiidl 

000 

TOTAL 

/COLUMNS  \ 
A 

MALE 

FEMALE                                   1 

Oc 

JO 

NON-HISPANIC 
ORIGIN 

HISPANIC 

D 

ASIAN 

OR 

PACIFIC 

ISLANDER 

E 

AMERICAN 

INDIAN 

OR 

ALASKAN 
NATIVE 

F 

NON-HISPANIC 
ORIGIN 

HISPANIC 
1 

ASIAN 

01! 
PACIFIC 
ISLANDER 

J 

AMERICAN 

INDIAN 

OR 

ALASKAN 
NATIVE 

K 

JO 

5 
u 

WHITE 
B 

BLACK 

c 

WHITE 

G 

BLACK 
H 

49  S       0.1-5.9 

50           6  0  9.9 

^ 

51           10.0-129 

< 

52          13.0-15.9 

2 

2 

O 

53          16.0  19.9 

78 

78 

OJ 

54          20.024.9 

286 

273 

1 

12 

./I 

55          25.0-32.9 

12 

12 

56         33  0  PLUS 

57            0.1-5.9 

58            6.0-9.9 

59          10.012.9 

4 

3 

1 

■■5 

60          13.0  15  9 

4 

3 

1 

=:  Z 

61           16.0  19.9 

270 

244 

3 

1 

15 

4 

3 

tz 

62          20.0249 

3 

3 

s 

6J          25.0-32.9 

19 

19 

64  S      33  0  PLUS 

5    TOTAL  FUU  TIME 
LINES  1  64) 

1631 

1402 

-0- 

7 

7 

46 

161 

-0- 

1 

-0- 

7 

2    OTHER  THAN  FULL  TIME  EMPLOYEES  include  temporory  en\ployees) 

.6    OFFICIALS    ■  ADMIN. 

.7   PROFESSIONALS 

2 

2 

.8   TECHNICIANS 

64 

53 

1 

9 

1 

>9    PROTECTIVE  SERV 
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1 
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4 
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JULY   1  -  JUNE  30 
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JFFICIALS  /  ADMIN 

1 

1 
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9 

1 
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85 

72 
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1 
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2 
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26 

4 

21 

1 
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7 

7 
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27 

23 

1 

3 
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168 
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REMARKS  (list  Nationor  Crime  Information  Center  (NCIC)  numbers 
ossigned  to  any  Cnmmol  Justice  Agencies  whose  data 
are  included  in  this  report.) 


♦♦♦  INCLUDE  LIST  OF  AGENCIES  IN  THIS  FUNCTION  *** 


*t\i 


CERTIFICATION.  I  certify  that  the  information  given  in  this  report  is  correct  and  true  to 
the  best  of  my  knowledge  and  was  reported  in  accordance  with  accomponying  instruc- 
tions. (Willfully  false  statements  on  this  report  are  punishable  by  law,  U.S  Code,  Title  18, 
Section   lOOK) 
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UDRtSS  (N-.i"b»r  ond  Sifi"ei.  City.  Stote.  Zip  Code) 

2701  Prospect  Avenue 
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Manager   -  Civil   Rights  Unit 
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AREA  CODE 

(406)   A44-6333 


IOC  ro«u  m  MtT  1 


TYPfn   NAMf        Tilif    or    AUTHORISED   OFFlCIAl 
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